State of California

DEPARTMENT OF WATER RESOURCES

California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION
Staff Services Manager Il (Managerial)

DWR POSITION NUMBER
0720-4969-691

SAP POSITION NUMBER MCR
50000664 ]

APPOINTEE

Vacant

SAP PERSONNEL NO.
TBD

DIVISION/SECTION
HRO/Training Office

COLLECTIVE BARGAINING IDENTIFIER
Management Related BU:

Mo1

Supervisory Related BU:

Confidential Related BU:

Rank and File BU:

RESPONSIBILITIES EXERCISED
[E] Supervisory [] Lead Person

IMMEDIATE SUPERVISOR (Print)
Kathy Aldana

SUPERVISOR'S CLASSIFICATION

Staff Services Manager lll

APPROVED BY (Personnel Analyst's Name)

DATE

JP 12/27/13

Percent of

Time Activity

POSITION SUMMARY

Under general direction of the Chief, Human Resources Office, the incumbent is responsible for
planning and directing a comprehensive department-wide staff development and training program,
providing leadership on a department-wide basis in matters relating to training and development
and performance appraisal. The incumbent leads staff in the development of policies and
procedures to ensure departmental compliance with legal requirements and provides leadership to
the various divisions throughout the Department for training related program activities.

ESSENTIAL FUNCTIONS

This position requires that the incumbent possess excellent written and oral communication skills,
work cooperatively with others, and maintain consistent, regular, predictable attendance. This is a
highly-visible position responsible for sensitive, and at times confidential employee matters, and
requires a high degree of sound, independent judgement. The specific essential functions are as
follows:

30% Manages the program design, delivery and evaluation of an extensive variety of employee training
and development programs, including health and safety; leadership development (including DWR's
supervisory, executive and management programs); role-based SAP training;
technical/professional training and information technology; as well as ad hoc departmental
conferences; off-site management meetings, etc. that may require travelling on pulic roadways;
develops and disseminates policies and procedures for these programs to line organizations;
advises DWR management at all levels on policies, procedures and practices relating to DWR's
training and development program.

15% Plans, formulates and recommends strategies for DWR's training, development and organizational
needs to DWR's Governance Board, comprised of Division and Office Chiefs. Evaluates and
advises management on the new training program proposals. ldentifies training needs based on
changes to DWR's mission, goals and objectives.

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR’S NAME (Print) SUPERVISOR'’S SIGNATURE DATE

Kathy Aldana >

EMPLOYEE'S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE

Vacant >
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Staff Services Manager Il (Managerial) 0720-4969-691 50000664 Il
APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION
Vacant TBD HRO/Training Office

Pe_rl_?ﬁlrg of Activity

10% Serves in an advisory capacity to various DWR employee development committees, such as the
Joint Apprenticeship Committee and Upward Mobility Task Force.

10% Develops, modifies, implements and monitors DWR's annual employee appraisal and development
program.

10% Acts as the DWR Ombudsperson. Upon request, develops facts, clarifies issues, and provides
confidential advice, recommendations, and assistance to employees on a wide range of personal
issues.

10% Manages a variety of contracts to ensure the availability of training, consulting and facility services
as necessary to deliver DWR's training programs or facilitate other organizational needs.

10% Responsible for management of the DWR Training Center facility located at 13th and R Streets.

5% Represents DWR at Department of Human Resources Training and Quality meetings and with other

departments, private training consultants, and professional training organizations.

SPECIAL REQUIREMENTS

This position requires a broad knowledge and understanding of California civil service laws and
rules, State and departmental policies and procedures, labor contract administration, training
procedures; the ability to communicate effectively both orally and in writing; the ability to work
effectively with the staff of the Department of Human Resources, departmental Program Managers,
Administrative Officers, and others. Provides expertise to mid- and upper-level management in the
interpretation and application of all laws, rules, policies and procedures pertaining to training and
development, and performance appraisal. The ability to gain a thorough knowledge and
understanding of SAP HR Training processes is required.

Valid California driver's license as travel may be required to attend meetings, conferences, and
training.
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	Activity
	Activity

	MRBU: Yes
	Management Related: M01
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Off
	Rank and File: 
	responsibilites: Yes
	IMMEDIATE SUPERVISOR: Kathy Aldana
	SUPERVISOR'S CLASS: Staff Services Manager III
	personnel analyst: JP
	personnel date: 12/27/13
	PERCENT OF TIME: 
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	activity: POSITION SUMMARY

Under general direction of the Chief, Human Resources Office, the incumbent is responsible for planning and directing a comprehensive department-wide staff development and training program, providing leadership on a department-wide basis in matters relating to training and development and performance appraisal.  The incumbent leads staff in the development of policies and procedures to ensure departmental compliance with legal requirements and provides leadership to the various divisions throughout the Department for training related program activities.

ESSENTIAL FUNCTIONS
This position requires that the incumbent possess excellent written and oral communication skills, work cooperatively with others, and maintain consistent, regular, predictable attendance.  This is a highly-visible position responsible for sensitive, and at times confidential employee matters, and requires a high degree of sound, independent judgement.  The specific essential functions are as follows:

Manages the program design, delivery and evaluation of an extensive variety of employee training and development programs, including health and safety; leadership development (including DWR's supervisory, executive and management programs); role-based SAP training; technical/professional training and information technology; as well as ad hoc departmental conferences; off-site management meetings, etc. that may require travelling on pulic roadways; develops and disseminates policies and procedures for these programs to line organizations; advises DWR management at all levels on policies, procedures and practices relating to DWR's training and development program. 

Plans, formulates and recommends strategies for DWR's training, development and organizational needs to DWR's Governance Board, comprised of Division and Office Chiefs.  Evaluates and advises management on the new training program proposals.  Identifies training needs based on changes to DWR's mission, goals and objectives.
	classification: Staff Services Manager II (Managerial)
	appointee: Vacant
	dwr position number: 0720-4969-691
	sap personnel no: TBD
	sap position number: 50000664
	division: HRO/Training Office
	mcr: II
	percent 2: 10%
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10%



10%


10%

5%

	activity2: Serves in an advisory capacity to various DWR employee development committees, such as the Joint Apprenticeship Committee and Upward Mobility Task Force.

Develops, modifies, implements and monitors DWR's annual employee appraisal and development program.

Acts as the DWR Ombudsperson.  Upon request, develops facts, clarifies issues, and provides confidential advice, recommendations, and assistance to employees on a wide range of personal issues.

Manages a variety of contracts to ensure the availability of training, consulting and facility services as necessary to deliver DWR's training programs or facilitate other organizational needs.

Responsible for management of the DWR Training Center facility located at 13th and R Streets.

Represents DWR at Department of Human Resources Training and Quality meetings and with other departments, private training consultants, and professional training organizations.

SPECIAL REQUIREMENTS
This position requires a broad knowledge and understanding of California civil service laws and rules, State and departmental policies and procedures, labor contract administration, training procedures; the ability to communicate effectively both orally and in writing; the ability to work effectively with the staff of the Department of Human Resources, departmental Program Managers, Administrative Officers, and others.  Provides expertise to mid- and upper-level management in the interpretation and application of all laws, rules, policies and procedures pertaining to training and development, and performance appraisal.  The ability to gain a thorough knowledge and understanding of SAP HR Training processes is required.

Valid California driver's license as travel may be required to attend meetings, conferences, and training. 
	supervisor name: Kathy Aldana
	employee name:  Vacant


